(DATE)

(NAME)

(STREET ADDRESS)

(CITY), (STATE)  (ZIP)

Dear (NAME):
Thank you for your interest in (COMPANY NAME).  I appreciate the time that you spent with me recently to discuss the (JOB TITLE) position.

While I was impressed with your qualifications, I have selected another applicant for the position.  I encourage you to contact us again in the future should you see a  position vacany that is of interest to you and for which you feel that your skills and work experience meet our minimum job requirements.

Thank you again for your interest and my best wishes for your continued success in all future endeavors.

Sincerely,

(MANAGER/SUPERVISOR NAME)

(JOB TITLE)

